B AR E 3h 22 FE [ 3R

VACANCY ANNOUNCEMENT

LHES :

Announcement No. A-09-107
DIEEEFY YA :

1% Cut Off Date 11 NOV 2009
BEEa:

Closing Date 03 FEB 2010*
$£178:

Date of Issue 04 NOV 2009

1.B%%E 48 Job title (%#k Grade _1-5 /B Z4# LAD 3)

Safety Technician, MLC #287

EEAY

No. of Recruitment

1 %

REVRAOaEM X #®No [OF Yes
Acceptance at Lower Grade Trainee REUVEHR Trainee Grade:
X E=#B% O Heex O Rz - HE&R O =&E%
Administrative  Trade & Service Security & Fire Medical
2. 50K Activity

Safety Office,

U. S. Naval Air Facility, Atsugi

Ep#EmA Working Place: ##imi KL Oogami, Ayase-Shi

4 SFEEHBH Area of Consideration
Current MLC~IHA~HPT Employees
Working at the following Activity,”
Department

CNFJ, CFAY, CFAS,
CFAO, NAF Atsugi,
and NAF Misawa

3. ENFEEERS Work Schedule (Bl 40 R RE%|hr/wk)
)75 H Work Day: 0745-1630 (Recess: 1145-1230)
£1758R8 Work Hours: Mon-Fri

5. FADFEHE Type of Employment

X MLC

[ IHA

(1 BEfEH HPT

X # P Permanent

] FRZE Limited Term (_#» A
Months )

X #R 81l Regular (] AR Il Irregular
] % &hA Night Shift [X] 524 Overtime [X] i3k F Business Travel

6. B FENTE Duties
See attached sheet.

7. B #%4K 3R Working Condition:

S.EMEMH.BHEMH Qualification/Physical Requirements

BWT 1-5

- One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related field, OR completion of 4-years
college/university in the related field.

- Skill in operating personal computer system such as MS Office, Word, Excel, Access, PowerPoint, etc.

- Ability to speak, read and write English at fluent proficiency level (LAD-3).

- Technical knowledge of Customer Service.

*A handicapped applicant may be accepted, depending upon the degree and kind of disability.

Instruction for Applicants:

[MLC] Non-Japanese Applicants: Only those who possess permanent residency visas are eligible. Please attach a copy of alien
registration certificate (both front and back sides) and copy of your passport (picture and visa stamp pages) to your application.

- Former US Military Members: Please attach DD Form 214 to your application. Former military retirees must first obtain approval for
employment under foreign government from the Chief of Naval Personnel and attach the approval letter to be considered.

- SOFA members and SOFA dependents (include SOFA spouse) are not eligible for MLC employment.

FEE A English Language Proficiency : [J# 27 L None []#)#k Basic [ ]9 #k Intermediate [X]_E#& Advanced [145ERXMHEH Exceptional

% Educational Background : See block #8 | $8r5E. 16 T 5 License/Certificate Required : See block #8

9.1RH9 % % M Application and Associated Documents

*X EEGERE (R - EM@)  Application for Vacancy Announcement (HROY Form 1, Front & Back) http://hro.cnfj.navy.mil

*X] B FEIREE Resume of Specialized Work Experience (HROY Form) http://hro.cnfj.navy.mil

*MEEAIL Complete * in [] BA&ET Japanese [X] #EET English [] &5 5 T4 Either

HR OIS & T 2 3581E, BESCLTUFOSEEEL DAL TRV, ZMERES, K4, [HFE, EEA R, BF
Fr, AT, P NS DRSS LIRS . ERE (SthA . R BV @REE, BE LW EBRNA LR
L) . To be considered for selection, resume must include at least the following information: Announcement number, full name,
citizenship, phone number, address, SOFA status, education backgrounds, work experience (periods of employment, company name,
description of major work, weekly hours of work). Any special skills and licenses related to the duties of the position to be filled.

X HEDRENZIBHT 5L DDE L Certificate of English Proficiency (Copy)

X FAAEER  REFEL - 18 TEL - Z23EAA|D 0 E—Copy of license/certificate.

X 80 AtIF BT L. BEEOEESES -F- K& L&\ =:RIEMAHE (12cm x 23.5cm)

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)

X BEREELSNOFE. SEABEER T/ AR R— ~EIED 3 E— For non-Japanese citizen applicants, copy of Alien
Registration Card and Passport/Visa.



http://hro.cnfj.navy.mil/
http://hro.cnfj.navy.mil/

RALVE 4 for Job Inquiries 1= % Office to Submit FEHEMER For Official Use

HLEE BLE A Office/POC T252-1101 ) BEEH KL
HRO Atsugi Satellite Office [E AR #h A E &R Oogami, Ayase-Shi PDN:
DSN 264-3426 / 3624 / 3427 EARE# AEE HRO BOX12 NAFATG-N80-001

B046-763-3426 / 3624 / 3427

* JEIEE K OB EIRIIFTE OFFE B A% =R & T2 ERMEFTNAED Z &,
Send application and attachments to HRO Atsugi SO by 1500 of the Cut Off/Closing date of the announcement.
* JEFERE T MLC/IIHA BUE OJE G 272 L TV R VRS E IXRE O G L7 0 £H/ A,
Ineligible applicants will not be referred for consideration.
kAR SN TS EEITBIK L LE A, Submitted applications will not be returned.
* PIENRBHL) B LS, BEREICLY FRREEMY R 2 TR e Db 2 B H Y 9,
After 1% Cut Off Date, announcement may close before closing date above due to decision of selection.

6.8 #FE N Duties
This position is located at the Safety Office of U.S. Naval Air Facility (NAF), Position serves as Safety Technician and
administrative assistant for the NAF Safety Officer.

Il. Duties and Responsibilities

A. Provides administrative support to the NAF Safety Officer in the form of preparing various types of
correspondence, drafting memaos, preparing instructions and notices in accordance with DON standard correspondence
manual. Prepares messages using standard DON message program. Maintains files, publications, and incorporates
changes to publications. Receives telephone calls and visitors, and when supervisor is busy, screens phone calls and
provides responses, or refers caller to appropriate personnel, or takes messages and briefs supervisor as to the nature of
the call. Receives mail, makes routine guardmail deliveries.

B. Monitors and maintains control of office funds. Maintains office equipment, consumable supplies, minor
property receipts, and processes open purchase and equipment requests.

C. Performs routine Building Inspections in accordance with OPNAVINST 5100.23 (Series) and
NAFATSUGIINST 5100.2 (Series). Records findings, prepares discrepancy reports, notifies departments of discrepancies,
creates suspense file, and tracks for completion.

D. Administers the NAF Motorcycle Safety Training Program in accordance with OPNAVINST 5100.12 (Series).
Prepares handouts, schedules classroom, maintains class quota control, prepares certificates of completion.

E. Prepares for and instructs NAF Safety Indoctrination class in accordance with OPNAVINST 5100.23 (Series) to
newly arriving personnel.

F Prepares and publishes Safety Newsletter for NAF Atsugi as directed by OPNAVINST 5100.23 (Series) and
NAFATSUGINST 5100.2 (Series).

G Acts as translator/interpreter for all safety issues where MLC employees or local national personnel are involved.
Translates safety training materials and publications into Japanese for distribution to MLC employees.

H. Performs other related or incidental duties as assigned.
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